
 

 

 
 

 

 

 

 

 

Electronic Elementary 

 Report Card  

PILOT  

 

 

 

Teacher Assistant 

Mark Entry Guide  

eSIS v 10.1 

Version 1 

 

 

 
 

 

 

 

Updated on: 

January 14, 2009 

 



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                      Page  2 

 

Table of Contents 

Overview ............................................................................................................... 3 
Objectives.............................................................................................................. 3 
Participant Pre-requisites ....................................................................................... 3 
Logging into DC STARS....................................................................................... 4 
Changing Passwords .............................................................................................. 6 
Mark Entry by Student........................................................................................... 8 

Entering Comments by Student ........................................................................ 13 
Mark Entry by Class ............................................................................................ 15 

Entering Comments by Class............................................................................ 20 
Printing Report Cards .......................................................................................... 23 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                      Page  3 

 

Overview 
 

The DC STARS Electronic Elementary Report Card Teacher Assistant Mark Entry Guide is 

designed to provide detailed information on entering student marks and comments on the DCPS 

Elementary Report Card generated in DC STARS. 
 
Objectives 

 
Upon completion of this session, participants will be able to: 

 

• Log into DC STARS. 

• Change Password. 

• Enter marks by student.  

• Enter comments by student. 

• Enter marks by homeroom or class. 

• Enter comments by homeroom or class. 

• Print report cards 

 

 

 

Participant Pre-requisites 
 

None 
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Logging into DC STARS 
1.0 Launch Internet Explorer 

1.1. Place the cursor in the website address line, type “https://dcstars.k12.in.dc.gov” and click the 

green arrow or press ENTER.  (For remote access type “https://dcstars.k12.dc.gov”) 

 

 

 
 

  

The DC STARS homepage will open. 

 
 

 
 

 

The Home Page 

contains important 

announcements and 

information regarding 

the system and the 

various training 

sessions. 
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1.2 Click the Login icon to enter username and password.   

 

 

 
 

 

1.3    The Logon window will open as shown below.  

1.4     Enter your Username, Password, and the Database (STARS) 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                      Page  6 

 

Changing Passwords  
 

 

 

 

 

 

 

 

 

1.2 The Navigate to screen opens. 
 

1.3 Type %password% on the top line.  Click 

the Find button. 

 

1.4 The Oracle Change Password is 

highlighted.  Click the Navigate to button to call 

the screen. 

 

 
 

1. Click the Navigate button to 

call the Navigate To window. 
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1.5 Enter your old password  

1.6 Enter your new password  

1.7 Verify your new password  

1.8 Enter your DCPS E-mail Address  

1.9 Select the SAVE button. 

 

NOTE: Only DCPS issued E-mail addresses may be entered. 

 

 
 

Note: Passwords expire every 45 days, and must be changed  

 

• Password must at least be 8 characters long 

• Password must have a number and a letter 

• Password cannot be same as the user name 

• Password must be changed the first time user logs in to the system and again every 45 days 

• New Passwords have to be different by at least 3 characters from the old password 
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Mark Entry by Student 

 
The Class Changes Notification screen may be the first window to display after logging into Teacher 

Assistant.  This screen notifies the teacher of any student changes within their homeroom/class.  

Click the OK button to close this window. 

 

 
 

 

From the Teacher Assistant start screen, the teacher must navigate to the DCPS Mark Entry 

screen for Elementary School students.   
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1. Click the blue Navigate button, the Navigate To window will display. 

 

 

 



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                     Page  10 

 

 

2. In the Find field of the Navigate To window, type dcps% and click the Find button.  A list 

of entries that begin “DCPS” will display.   

 

  
 

 

 

         
 

 

2.1. Locate and click the DCPS 

Elementary Mark Entry by Student. 

  

2.2. Click the Navigate to button to 

enter the module. 

 

3. Click the Select button. 

 
 
Note:  Education Campuses do not need to select a 

homeroom; grades may be entered for all advisories 

under the highlighted homeroom. 
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4. The DCPS Mark Entry Screen will display. Use the drop down menu to select the Reporting 

Term. 

 

 

 
 

 

The first student in the homeroom will display.   

 

 
 

Use the 

up/down 

arrows to 

scroll through 

the students in 

the 

homeroom. 
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Each of the Subject/Skills level for the student’s report card is listed under the 

Performance/Effort section.   

 

5.  Enter the student’s mark in the Mark column for each Subject/Skill level. 

 

  
 

If an invalid mark is entered in the mark column, an Invalid Mark message will appear in 

the lower left corner of the screen.      

 

6. Select the Save button  to save your work. 
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Entering Comments by Student 
 

1. To enter student comments, click the Term Comments button. 

 

  
 

 

2. Type the student comments in the Teacher Comments free-form text field. 

 

 
 

2.1 Click the Save  

button to save the 

comment. 



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                     Page  14 

 

 

3. After all entries are entered for a student’s report card, click the Save  button to save your 

work and check the Mark Entry Complete for Student checkbox. 

 

 
 

 

Use the down arrow to advance to the next student. 

 

 

 Repeat steps 4-6 under the 

Enter Marks by Student 

section until all of the 

students have received grades 

for the Reporting Term. 

Repeat steps 1-3 under the 

entering comments section 

until all of the students have 

received comments. 
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Mark Entry by Class 

 
Entering marks by class gives the user the ability to enter marks for each student in the homeroom 

for each subject or skill area.  

 

 

1. From Teacher Assistant start screen, click the blue Navigate button. 

 

 
 

 

 

 

2. In the Find field on the Navigate To window type dcps% and click the Find button.  A list of 

entries that begin with “DCPS” will appear.   

 

Clicking the Navigate 

button calls the Navigate 

To window.  



 

Electronic  Elementary Report Card 

PILOT 

Teacher Assistant 

Mark Entry Guide 

 
 

eSIS v 10.1                    Ver. 1.0                                 Updated:01/14/09                     Page  16 

 

  

 
 

 

Locate and click the DCPS 

Elementary Mark Entry by Class 
title and select the Navigate to button 

to enter the module. 

 

3. Click the Select button.  The DCPS 

Elementary Mark Entry by class screen 

will display. 

   
Note:  Education Campuses are not required to select 

a homeroom; grades may be entered for all advisories 

under the highlighted homeroom. 
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4. On the DCPS Elementary Mark Entry Screen, use the drop down menu to select the 

Reporting Term for entering marks. 

 

  

NOTE:  The 

selected homeroom 

is displayed.   
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5. Select the grade level of the homeroom in the Grade column. 

 

  
 

A list of subject/skill entries displays after the grade level is selected.   

 

6. Select the desired subject/skill.  The list of students’ names and pupil numbers will display. 
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7. Enter each student’s mark for the selected Subject/Skill area in the Mark column.   

 

 

  
 

 

If a valid mark is not entered, an error message will appear.   

 

 
 

 

Select OK and proceed to enter the correct letter/number mark for the student. 
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Entering Comments by Class 
 

1. To enter a comment for each student in the class, click the student’s pupil number (this 

ensures that the comment will be entered for the correct student) and select the Term 

Comments button. 

 

  
 

2. Type the comments in the Teacher Comments free-form text field. 

 

 
 

2.1 Click the Save  

button to save the 

student comments. 
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3. From the DCPS Elementary Mark Entry by class screen, select another student by selecting 

the pupil number to enter Teacher Comments. 

 

4. Select Term Comments as discussed in Step 1, and repeat steps 2- 2.1 until all comments are 

entered for each student. 

 

5. Select the next Subject/Skills area for entry of grades by clicking on the next description.   

 

 

  
 

Repeat steps 6-7 under the Entering Marks by Class section and steps 1-2.1 under the Entering 

Comments by Class until all of the marks and comments are entered for each student per 

Subject/Skill level. 
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After all entries are entered for the class, click the Save  button to save your work and check 

the Mark Entry Complete for Student checkbox. 

 

 
 

If the homeroom teachers teach multiple grades in the homeroom, select the next grade level in 

the Grade column.   

 

  
 

Repeat the previous steps under Mark Entry by Class and Entering Comments by Class until 

mark entries for all grade levels are complete. 
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Printing Report Cards 

 
1. From the Teacher Assistant Start Screen Click the Navigate Button 

 

 
 

 

2. Type dcps% in the Find field. 

 

 
 

 

2.1 Click the find button 
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3. Select the DCPS Elementary Report card. 

 
 

 
 

 

4.4 Click the Print Icon  to view the Report Cards. 

 

 

 

 

 

3.1 Click the Navigate to 

 button. 

4.0 Enter the student’s 

Pupil Number in the 

PUPIL NUMBER field to 

generate a report card for 

an individual student. 

 

4.1 Select the Homeroom 

from the HOMEROOM 

drop down menu to 

generate report cards for 

the entire homeroom. 

 

4.2 Select the appropriate 

advisory from the 

ADVISORY drop down 

menu. 

 

4.3 Select the desired sort 

option from the SORT BY 

drop down menu. 
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Click File > Print to print the Report Cards. 

 


